
Airline Travel Assessment Plan 

Unable to 
Requirement Yes No N/A Comments

Determinei 

• additional cost resulting from the
 
difference between first-class and
 
coach-class accommodations?
 

• beginning date oftravel? 
• explanation of circumstances
 

justifying the use of first-class air
 
accommodations?
 

(14 FAM 567.2-2(B)(a» 

Was the authorization reflected in the 
travel order and accompanied by a memo 
from M? (14 FAM 567.2-2(B)(a» 

Was the travel authorized separately? 
(14 FAM 567.2-2(B)(a» 

From the information in the travel 
documentation, did the travel meet one of 
the following requirements? 

• No other class of accommodations
 
was reasonably available on any
 
scheduled flight in time to
 
accomplish the purpose of the travel.
 

• Regularly scheduled flights provided
 
only first-class accommodations, and
 
the employee certified this on the
 
travel voucher.
 

• First-class accommodations were
 
necessary to:
 

• accommodate the traveler's
 
disability or other physical
 
impairment, and this need was
 
substantiated in writing by
 
MIMed or the regional medical
 
officer or other competent
 
medical authority, or
 

• allow for an attendant traveler(s)
 
authorized to accompany the
 
employee.
 

• Exceptional security circumstances
 
required first-class travel.
 

(14 FAM 567.2-3(b» 

Was the travel included on the report of 
all first-class travel that the authorizing 
official submitted to the Bureau of 
Administration? 

Was the report submitted no later than 30 
days after the end of the fiscal year? 
(14 FAM 567.2-3(c» 
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Airline Travel Assessment Plan 

Unable to
Requirement Yes No N/A Comments

Determinei 

Business Class 

Was the travel authorized in advance of 
the actual travel in writing and 
documented? (14 FAM 567.2-2(A)(a) and 
567.2-2(B)) 

Was the traveler subordinate to the 
authorizing official? (14 FAM 567.2-2(A)(a)) 

Did the request for authorization (Form 
DS-4087) contain the: 

• name, grade, and position of the
 
traveler?
 

• points between which business-class
 
accommodations were authorized?
 

• additional cost resulting from the
 
difference between business-class
 
and coach-class accommodations?
 

• beginning date of travel? 
• explanation of circumstances
 

justifying the use of business-class
 
air accommodations?
 

(14 FAM 567.2-2(B)(a)) 

Was Form DS-4087 signed by the
 
designated authorizing official?
 
Was the authorization for business-class
 
accommodations in the travel order?
 
(14 FAM 547.2-2(B)(a))
 

From the information in the travel
 
documentation, did the travel meet one of
 
the following requirements:
 

• Coach-class accommodations were
 
not available.
 

• No space was available in coach-

class accommodations in time to
 
accomplish the purpose of the travel.
 

• The use of business-class
 
accommodations was recommended
 
by MIMed, or in other exigent
 
circumstances, other competent
 
medical authority, to:
 

• accommodate the traveler's
 
disability or special need, or
 

• allow for an attendant traveler(s)
 
authorized to accompany the
 
employee.
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Airline Travel Assessment Plan 

Unable to 
Requirement Yes No N/A	 Comments

Determinei 

o	 Security or exceptional
 
circumstances existed that made use
 
of business-class air accommodations
 
essential to the successful
 
performance of the agency's mission.
 

o	 Coach-class air accommodations on
 
foreign carriers did not provide
 
adequate sanitation or health
 
standards, and the use of foreign-flag
 
air carrier service was approved in
 
accordance with the Fly America
 
Act.
 

o	 Business-class accommodations
 
would result in an overall savings.
 

o	 Travel was in excess of 14 hours for
 
TDY travel, permanent change-of­
station travel, or medical evacuation
 
travel (see 14 FAM 567.2-2(B)(a)(7) for
 

details).
 

o	 Business-class accommodations were
 
required because of agency mission.
 

o	 Business-class accommodations were
 
obtained as an upgrade through the
 
redemption of frequent traveler
 
benefits.
 

o	 The transportation was paid in full by
 
a nonfederal source as authorized by
 
law or regulation.
 

(14 FAM 567.2-4(b)(1}-{10» 

If business-class accommodations were 
approved because travel was in excess of 
14 hours, was the destination country 
listed on Travel Times for Determining 
Business Class Eligibility, available on 
the Bureau of Administration's website? 
Did the traveler take a rest stop on a leg 
of travel for which business class travel 
was used? (14 FAM 567.2-4(b)(7)(a» 

i If unable to detennine compliance with the requirements based on the documentation available, obtain additional 
infonnation to determine whether the travel was appropriate and the reason why the documentation was not 
complete. 
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